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Getting started with iliasEXAM

Requirement for use: iliasEXAM is only accessible with a Unibe and PHBern Edu-ID (Campus Account). Without a campus account,

iliasEXAM cannot be used.

Communication: iliasEXAM does not feature any communication functions (including email). Communication with examinees has to be

arranged via other channels.

Stability and performance: iLUB ensures the stability and performance of iliasEXAM as much as possible. However, technical errors can
never be ruled out. Keep replacement devices or hardcopy exams ready as a backup solution.

Technical issues or errors must be reported to iLUB well before the exam. Errors cannot be resolved during an ongoing exam.

Symbol key for this manual:
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1T To overview slide (p. 3)

3 Didactic tips are based on Krebs, R. (2019). Prufen mit Multiple Choice : kompetent planen, entwickeln, durchfiihren und auswerten (1. Auflage). Hogrefe.



The 6 phases of an exam with iliaseEXAM

The table below illustrates the workflow of an exam with iliasEXAM in terms of time and organization. In the remainder of this manual, each

phase is described in more detail. Each step is linked (=), for easy and quick navigation.

Page 4
Preparation

Page 6
Registration

3 Page 8
Creation

Page 16
Information

Page 18
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Page 22
Processing
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https://exam.unibe.ch/goto.php?target=dcl_146&client_id=examUnibe
http://www.exam.unibe.ch/
https://www.unibe.ch/unibe/portal/content/e1006/e855118/e855497/e1099265/e1137479/e1145239/EmailTemplatePruefungseinladung_ger.docx

1 Preparation



1 1 Preparation: Designing the exam”

+ Check constructive alignment (Exam format - conveyed teaching contents - learning/teaching activities)
» Support: Educational Development Unit, Assessment Toolbox

1 2 Preparation: Checking suitability of iliasEXAM™

* Notice available question types
* Notice accessibility (iliasEXAM cannot be navigated using only the keyboard)

1 3 Preparation: Setting the date of the exam and the registration deadline®

+ Set exam date
+ Set registration deadline for the exam (at least 5 days before the exam date)

1 4 Preparation: Reserving a room”

* Reserve a room

* Room availability approx. 30 min before the start of the exam

+ Sufficient power supply in the room (if necessary, ask the facility services for power strips)
* ILUB will check Eduroam coverage in the selected room

1 5 Preparation: Planning invigilation*

» Organize enough staff for invigilation (increased risk of cheating attempts during online exams)


https://www.hd.unibe.ch/index_ger.html
https://www.assessment.unibe.ch/
https://www.unibe.ch/unibe/portal/content/e1006/e855118/e855497/e1099265/e1137479/e1145236/Stromversorgung_ger.pdf

2 Registration



2. Registration: Registering the exam with iLUB*

“ Exam registration with iLUB: Reqistration form

iLUB checks capacities and - if it is possible to conduct the exam - informs the person responsible for the exam about the exam
environment:

D Faculty > D Subject > D Semester

Exam course .
Tier 1: ;I «Exam course»

Q LK yyyy-mm-dd: Name (RootNr.-Semester-SequenceNr.) « The person responsible for the exam is the «Exam course»

. administrator and has access to all items it contains
a E-Exam [Exam container]

+ Adding additional Exam course administrators possible via
233 E-Exam: ,Name* «Edit Participants»

S @ Please note that additional Exam course administrators can
{;3 Exam (RootNr.-Semester-SequenceNr.) view the questions and later the exam results. iLUB does not

take any responsibility for any potential malpractice.

Exam-relevant files

+ Students should be invited well in advance (see p. 17)

f:_| Files, e.g. case description, i.a. o
Tier 2: €% Exam container

+ Contains {;3 «Exam»

""" Notes and support for the e-exam « Contains «Exam-relevant files»

Exam agreement + Is password protected (see p. 10), not accessible to students

[ﬁg Tutorial for students untlllthe password is announced at the beginning of the exam

on site (see p. 19)

@ Mock exam for students _
Tier 3: «Notes and support for the e-exam»

f:-l Your own mock exam, i.a. « Contains content for students

f:_| Additional files, e.g. reading list, i.a. » If needed, you can provide your own mock exam and/or
additional files



https://exam.unibe.ch/goto.php?target=dcl_146&client_id=examUnibe

o

3 Creation



31 Checking course settings: a. General notes™

The default settings of the ‘;I «Exam course» are optimized for exams with iliasEXAM and should be left unchanged. Specific changes are
possible under certain circumstances.

Repository > Faculty > Subject > Semester > LK yyyy-mm-dd: Name (RootNr.-Semester-SequenceNr.)

a Go to the «Settings» tab in the g «Exam course»

) ) ) |7:;| LK yyyy-mm-dd: Name (RootNr.-Semester-SequenceNr.)
9 Check «Course settings» (the other sections are irrelevant) [Course description, ]

(“ m Members Metadata Export Permissions Show Member View »
ﬁcaursesaungs Course Information  Preconditions ~ Start Objects Membership Limitations  Multilingualism

31 Checking course settings: b. Course settings

c Keep «Title» structure (LK yyyy-mm-dd: Name (RootNr.-Semester- Edit Group Sove
SequenceNr.)); Changes to the name are possible if necessary “ Tile* | Exam:Name:

Language: English » More Translations

e If needed, enter a deSCf'Iptlon Description By joining the exam container you accept the exam agreement. Q

3.1 Checking course settings: c. Availability™

c Before sending the access link to the students (see p. 18), the course Availability
must be set to «Online» Online

Set the course online to make it visible and available for course members. If not, only course admin-
istrators and tutors will have access to it.

o The «Period» should not be used period C C Q
Start End



32 Checking Exam container settings: a. General notes™

The default settings of the 8&% Exam container are optimized for exams with iliasEXAM and should be left unchanged. Specific changes are
possible under certain circumstances.

o Repository > Faculty > Subject > Semester > LKyyyy-mm-dd: Name (RootNr.-Semester-SequenceNr.) > E-Exam:,Name"
a Go to the «Settings» tab in the 8124 Exam container
&2 E-Exam:,,Name”
9 Check «Group Settings» (the other sections are irrelevant) Byjoning the exam contineryou acept the xam agreement

Col Members Metadata Export Permissions Join Show Member View ¥

Group Settings ~ Group Information ~ Membership Limitations ~ Multilingualism

32 Checking Exam container settings: b. Group settings

i [ Edit G ave ancel
a Keep «Title» structure (E-Exam: ,Name®); Changes to the name are S
. . Title * E-Exam: ,Name"
possible if necessary Language: nglsh » More Transiations
. . . w Description By joining the exam container you accept the exam agreement.
e Keep preset description unless exam agreement is not used (see p. 14) g

32 32 Checking Exam container settings: c. Group registration

n «Join with Group Password» must be kept as «Registration Procedure»; Group Registration
the password can be changed if necessary. e G e s
Password * < Preset iliasEXAM >
Users need to type in this password wRn joi e group
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3 3 Editing questions*

rifung (Stammnr.-Semester-Laufnr.)

0 Go to the «Questions» tab in the {;3 «Exam»

e Edit questions in the template: C“Ck on the QueStlon Tltle In the Questions Info Settings Dashboard Results Manual Scoring Statistics History Metadata 4

List View PrintView Review

«List View»

s Qision
@ Copy existing questions: Select question(s) to be copied in «List
View»; select «Copy» from the drop-down menu and «Execute»
G Create a new question: Click «Create Question», select a o points o
. . . . ID Question Title Question Type (47.5) Lifecycle Pool Test
ques“()n type’ and If necessary’ the pOSItIon and CIICk «Create» 456 Single Choice (standard mit Multiple Choice 1 Draft No Pool
Bildern) (Bsp. Politik, Geschichte)  Question (Single
e Preview existing questions under «Review» Arsnen
() 455 Single Choice (relativ) (Bsp. Multiple Choi 1 Draft No Pool
o e e oo
Answer)
Structure of all question types:
. . . Create Question Create | Cancel
* Title (displayed in exam) ]
Question Type ‘ Multiple Choice Question (Single Answer) V‘
* Author (set automatically by iliasExam) ositon | prst 7
*

Question
» Description (displayed in students’ «Dashboard» i.a.)
+ Lifecycle (merely informative for collaborative creation)

« Working Time (mere informative estimate, calculates estimated total
duration of the test in »List View»)




34 Checking exam setting: a. General notes™

Go to the «Settings» tab in the {;3 «Exam» $3 Priifung (Stammnr.-Semester-Laufnr.)

Keep the «Tltle» Of the exam Questions Info m” Results Manual Scoring Statistics History Metadata -

If needed, enter a deSCI’Iptlon General Scoring and Results  Personal Default Settings
Availability

Set «Online»
Online
If online, Ptic] can take the test.

If necessary, enter an introductory message

Limited Availability O

«Manually Selected Participants» should only be activated if the exam is Period

intended for students with special regulations (e.g., compensation for
disadvantages/Nachteilsausgleich)

Activating the «Shuffle Questions» function is recommended

Activating «Do not Lock Participant Answers During the Test Pass» is
recommended; «Lock Answers with the Presentation of Follow-Up
Question» students will not be able to edit their answers or questions they
did not answer.

Keeping «Concluding Remark» is recommended

©0

If needed, activate «Redirect»



34 Checking exam setting: d. Scoring and Results

0 Go to «Scoring and Results» in the «Settings of the @((Exam» Questions Il m Dashboard  Resukts  Manual Scoring .. >

) . . General Scoring and Results  Personal Default Settings
9 Keeping «Incomplete or Partly Wrong Answers Score Points» in the
«Scoring System» activated is recommended =g ke =3

Scoring System @ Incomplete or Partly Wrong Answers Score Points
. . . . . When a question defines points for partial answers, points for correctly provided partial answers are added
e Keepmg «For Each Questions Negatwe Points are set to ‘O Points’» up: Participants can score points for incomplete or partly wrong answers on these questions
O Only Correct and Complete Answers Score Points

under «Negative Points» activated is recommended Partcpantsscore ekher the maximum number of polnts or a fully correc an complete answer o O poits

in every other case. This is also valid for questions that define points for partial answers.

Negative Points @ For Each Questions Negative Points are set to ‘0 Points’

Participants may score negative results for a question that had negative points for assigned to individual an-
swer options. This setting ensures that per question any negativ result is set to 0 points.
O For the Whole Test a Negative Result is set to ‘0 Points’

Participants might score negative points in questions. Scored points of all questions are added up. Only if the
overall result of the test is negative this overall result will be set to 0 points. With this setting negative points
carry a lot of weight.

[ - - *
3 . 5 Adding files and exam agreement: a. Exam-relevant files
Should there be any «Exam-relevant files» for your exam, these have to be uploaded and linked. If there are no «Exam-relevant files», the
section should be deleted.

0 Go to the section «Exam-relevant files» in the 8% Exam container “ Prifungsrelevante Dateien -

Edit Content

Delete ” e

e Click «Delete» in the action menu

Prufungsrelevante Dateien - |

U pload [':_l Locking Mode EXAM -

docx 930,7 KB Heute, 18:38
Versionen
Einstellungen

e Click «Edit Content» in the action menu, add items

Info

e Save links of added items

e Insert IinkS in relevant questions in the @«Exam» https://exam.unibe.ch/goto.php?target=file_2803_download&client_id=examUnibe l

m
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35 Adding files and exam agreement: b. Additional files

Edit Content
Exam agreement

. Hi i d Hilfestell E-Prafi
c Go to the «Notes and support for the e-exam» in the g «Exam course» “ uetse und Fifesielung zur EPriing ﬂ -
Settings

e Select «Edit Content» in the action menu
e Add file or folder

35 Adding files and exam agreement: c. Exam agreement*

Go to the «Exam agreement» Hinweise und Hilfestellung zur E-Priifung - |
Exam agreement Q -
Delete: s
. . ili i lity
0 Select «Delete» in the action menu CRa
Edit: ez )

Click on the object
Exam agreement EZE
Click «Customize Page»

Edit existing text by clicking on the text box

Paragraph

The «Exam agreement» contents are based on literature standard +
recommendations and contribute to consistency across all iliasEXAM Character u
exams. Therefore, we recommend that you only adapt the information B/ U 2 x Av I,
specific to the exam that is printed in bold. Lists

©000

b

b
UNIVERSITAT
BERN

«Save and Return» e

Link + Tex Footnote

" FS/HS 20xx
Surrounding Section
XX.XX.20XX



36 Creation: Doing a test run

We recommend that you do a test run before conducting the actual exam. This can be done by yourself and/or other persons, e.g., student

assistants.

...ster LK yyyy-mm-dd: Name (RootNr.-Semester-SequenceNr.) E-Exam: ,Name” > Prifung (Stammnr.-Semester-Laufnr.)

0 If necessary, add additional test persons to the Q«Exam Course»; give
{} Prufung (Stammnr.-Semester-Laufnr.)

o) :
them the password to the 80% Exam container iowsiog: o

9 CIiCk «Start the TeSt» in the «InfO» tab Of the f; «Exam» Questions ﬂ Settings Dashboard Results Manual Scoring Statistics History
9 To edit the exam afterward, go to the «Results» tab of the {;3 «Exam» Q

and click «Delete Test Data of all Users»

@3 Prufung (Stammnr.-Semester-Laufnr.)
Exam description, if necessary

Questions  Info  Settings  Dashboard MLEEMISM Manual Scoring  Statistics  Histor ry  Metadata  Export  Permissions

este -
Delete Test Data of all Users @

3.7 creation: Completing the exam®

c Two options to check settings:
e iliasEXAM Check: performed with the iLUB support team at least 4 days before the scheduled exam (Appointment via

exam.ilub@unibe.ch)

@ Independent check: performed by the examiner using the checklist no later than 3 days before the scheduled exam, followed by

an autonomous check by iLUB

After this check, only iLUB-recommended adjustments may be made to the exam

e Delete results from test runs, if applicable

15


mailto:exam.ilub@unibe.ch
https://www.unibe.ch/unibe/portal/content/e1006/e855118/e855497/e1099265/e1137479/e1145234/e1145251/ChecklisteEinstellungen_ger.pdf

4 Information

16



4. Information: Informing students™

0 Make sure that ...
e the Q«Exam course» is online

@ the 3&% Exam container is password protected

o Inform students about the iliasEXAM exam no later than 5 days before
the scheduled exam

+ Email template «Invitation to the e-exam» (When not using the

template, make sure that all relevant information is still included in
the email)

¢ Access link to the ‘;\'«Exam course» («Exam coursey, tab
«Settings», «Admission per Link»)

*  Email information via Outlook

* For more than 300 participants, send emails in several batches

Repository > Faculty > Subject > Semester > LKyyyy-mm-dd: Name (RootNr.-Semester-SequenceNr.)

Q LK yyyy-mm-dd: Name (RootNr.-Semester-SequenceNr.)

[Course description, i.a.]

Content Info Settings Members Metadata Export Permissions Show Member View »

Course Settings ~ Course Information ~ Preconditions ~ Start Objects Membership Limitations ~ Multilingualism

Availability

Online
Set the course online to make it visible and available for course members. If not, only course admin-
istrators and tutors will have access to it.

Period DD.MM.YYYY HH:mm DD.MMYYYY HH:mm

Start End

Admission per Link
Besides the chosen registration procedure and permissions this option allows users to enter directly by using the fol-
lowing link.

Link for Direct https://exam.unibe.ch/goto.php?
Admission target=crs_307_rcodef3nBYBKmX7&client_id=examUnibe

Repository > Faculty > Subject > Semester > LKyyyy-mm-dd: Name (RootNr.-Semester-SequenceNr.) > E-Exam:,Name”

&9 E-Exam:,,Name"

By joining the exam container you accept the exam agreement.

Content Info Members Metadata Export Permissions Join Show Member View

Group Settings  Group i ip Limitations

Group Registration

Registration Procedure O Direct Registration

@ Join With Group Password
Password* | <Preset lasEXaM > 9
Users need to type in this passwi{d whSWifing the group.



https://www.unibe.ch/unibe/portal/content/e1006/e855118/e855497/e1099265/e1137479/e1145239/EmailTemplatePruefungseinladung_ger.docx

5 Conduction
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51 Conduction: Onboarding of students and start of the exam |

To ensure a smooth process, we recommend that you follow the procedure outlined below.

30 min before the
exam starts

~ 5 min before the
exam starts

Z at the start of the
exam

Y

Invigilators

Students

gather in the exam room

set up their computer

connect their computer to the projector if
necessary

navigates students to the g «Exam course»
(see p. 20) or adds them manually

d%uble checks if all students found the correct
0% Exam container

discloses the password to the é’&% Exam
container (see p. 10), e.g. via projector

announces when the exam will end, sets and
displays the timer (via projector) if necessary,
e.g. «Alarm & Uhr»-App (Windows), «Basic
Timer» (Mac)

set up their workspace
connect to eduroam

sign in to iliasEXAM

go to the g «Exam course»

click on the é’(%% Exam container and will be asked
for the password

remove illicit aids from their workspace

enter password, click on Q;g«Exam»
start the {;3 «Examy

19



51 Conduction: Onboarding of students and start of the exam I

If students have not already joined the g «Exam course» and do not have the access link, it may be necessary to navigate these students to

the g «Exam course» or add them manually.

Students can find the I;«Exam course» as follows:

0 iliasEXAM landing page: Students click «Find exams»
9 Students click on respective faculty
e Students click on the respective subject

e Students click on the current semester; afterward, on respective the
|7;\| «Exam course»

9 Students click «Join» and can now click on the &% Exam container
(password prompt)

$

My ongoing exams Find exams

dan Repository
Fakultaten

Faculty of Business, Economics and Sociel Sciences -
Faculty of Human Sciences -

Course Registration

Registration Unlimited
Period

Registration Type You can join this course directly.

(5 F o o

20



52 Conduction: Invigilation

During the exam, we recommend that invigilators pay attention to the following aspects:

0 Background of the exam questions: indicates whether students are in the
exam (not reliable when using «Exam-relevant files» and/or other approved
programs)

o Leaving early: check that these students have finished the exam in the
«Dashboard» of the Q«Exam»

e End exam manually: e.g., in case of cheating attempts, students leaving
early or similar via «Dashboard», action menu of respective student, and
«Finish the Test»

53 Conduction: Ending the exam | *

Manual termination of the exam for all participants after the exam time has
expired (announce imminent termination in advance; warn that entries that
have not been saved will be lost)

0 {;’3 «Examy, tab «Dashboard»

e «Finish all Test Passes»

e «Proceed»

e Set g «Exam course» offline in the «Settings» tab under «Availability»;
save modification

2 Finish all Test Passes

List of Questions

o Long Menu - Textfeld .
(mit Graphik) Bsp.
Biologie)
o Datei upload (Bsp. Long Menu - Textfeld (Bsp. Germanistik)
RW)
Question 13 0f 15 (15 Points) > Actions ~

o Single Choice (stan-
dard mit Bildern) (Bsp.
Politik, Geschichte)
Bestimmen Sie die Wortart der fettgedruckten Worter im folgenden Satz. Schreiben Sie die Begriffe aus
o Long Menu - Auswahl und verwenden Sie keine Abkirzungen.
(Bsp. Medizin)

‘Wir tauchen im tiefsten See der Schweiz
o Anordnung - vertikal
(mit Bildern) (Bsp.
Biologie)

{,3 Prufung (Stammnr.-Semester-Laufnr.)

Exam description, if n

Questions

ssssssssss

Participants

-2012 Rows ~
Name Login TestStarted  Passes Already Completed  Unfinished Passes  Finished Last Access
Teststudent, ILIAS Eins VSL  i.1teststudent_DOZ Q/ 1 pass No Q/ 22.)un 2022, 13:59
Thiel, Anja athiel < 1 pass Yes Today, 11:14. -
(1-20f2) Finish the Test

Aré ure you want to finish the test passes for all Users?

Proceed

Repository Faculty > Subject > Semester LK yyyy-mm-dd: Name (RootNr.-Semester-SequenceNr.)

Q LK yyyy-mm-dd: Name (RootNr.-Semester-SequenceNr.)

[Course description, i3]

Content Info Members Metadata Export Permissions Show Member View »

Course Settings ~ Course Information  Pr Start Objects Limitations  Multilingual

Availability

Online O
Set the course online to make it visible and available for course members. If not, only course admin-
istrators and tutors will have access to it.

21



6 Processing
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. . *
61 Processing: Manual scoring
Manually score question types «Essay Question» and «File Upload»

{;3 Prifung (Stammnr.-Semester-Laufnr.)

0 Go to the «Manual Scoring» tab in the @«Exam»
. . . L. Fragen Info  Einstellungen  Dashboard  Ergebnisse uf  Metadaten  ..v
e Choose between «Scoring by Question» and «Scoring by Participant» m”

ung nach Frage  Bewertung nach Teilnehmer

62 Processing: Viewing and managing exam results

Three ways to view and/or manage the participants' test results:
@3 Prifung (Stammnr.-Semester-Laufnr.)

Exam d

a Tabs «Resultsy, «Statistics», and «Export» in the@ «Exam» offer different
data compilations and options to export data

Questions m Settings ~ Dashboard  Results ~ Manual Scoring  Statistics  History ~ Metadata  Export  Permissions

6 . 3 Processing: Grading and transfer to KSL

a Export results from «Statistics» as .xlsx file

e Check column «First Visit» — irregularities could indicate cheating attempt

e check on a sample basis whether the results of the Excel export match the submitted solutions on iliasEXAM
e Insert «Grade» column in column E

e Copy columns A - E and copy into KSL grade import

23



64 Processing: Post-exam review

Recommendation for post-exam review:

0 Make a list of students registered for post-exam review
9 Export the «Resultsy, incl. the calculated grade

© rintiie(s)

o Present printed exams to students

65 Processing: Archiving

* Archive exam results in accordance with faculty guidelines

* Minimum archiving period according to university guidelines: 18 months
+ Recommendation: at least 2 years

@ Regarding archiving, please note that the exams, incl. results, will be deleted from iliasEXAM after a few years (TBD). Therefore,
exporting them (see p. 23) and archiving them externally is recommended.

24



g‘Enjoy iliasEXAM!



